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STUDENT

ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

Class Time ς2.5 Hours

I. Primary Election

II. Monday night

×Absentee Supplemental File 
(Delta File)

III. Tuesday morning
×Duties for each team

IV.Election Day

×Voter must state current name 
and address

×Valid forms of ID
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STUDENT

ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time ς2.5 Hours

VII.Electronic pollbooks
×/ƻƴŦƛǊƳ ǾƻǘŜǊΩǎ ŎǳǊǊŜƴǘ ŀŘŘǊŜǎǎ

VIII.Provisional Voting
× Voter must vote in correct 

polling location

VI. Tuesday night closing
× Unvoted ballots/ballot packs go 

in Gray box

IX. Final Items/Professionalism
× Customer service, cell phone 

etiquette

X. Questions
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςVoting Machine (ballot scanner)

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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VOTINGLOCATIONMANAGERDUTIES

VMANAGERof the entire Polling Location

VMake the five (5)mandatory calls to the BOE

VLead Monday Night Organizational Meeting

VAlong with Voting Location Deputy (VLD) assign 
breaks to Election Officials

VResolve issues and troubleshoot election equipment

VAlong with VLD, take Election Day supplies to the 
assigned Drop-Off Location after the election
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VOTINGLOCATIONDEPUTYDUTIES

VLead Voter Assistance Table (VAT) Official

VAssist Supply Team on Monday night

VAlong with VLM take Election Day supplies to 
assigned Drop-Off Location

VManage Polling Location and run Monday Night 
Organizational Meeting if VLM is absent

VAssists VLM in assigning breaks

VOpposite political party of the VLM



NOVEMBER5, 2019 | GENERALELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 7

JOBTITLES/DUTIES

Check-In Official (EPB)

V Process voters on 
Electronic Pollbook

V±ŜǊƛŦȅ ǾƻǘŜǊΩǎ L5 ϧ 
address

V Scan ballot stub barcode 
into EPB

V[ƻƻƪǳǇ ǾƻǘŜǊΩǎ ŀǎǎƛƎƴŜŘ 
precinct/polling location 
and direct to VAT table or 
another polling location 
as necessary

Ballot Official

­ wŜŎŜƛǾŜ ά!ǳǘƘƻǊƛǘȅ ǘƻ 
±ƻǘŜέ ǎƭƛǇ ŦǊƻƳ /ƘŜŎƪ-In 
Official

­ Provide Check-In Official 
with correct precinct 
ballot

­ Issue ALLsheets of the 
precinct ballot to Check-In 
Official
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JOBTITLES/DUTIES
Voter Assistance Table 
(VAT) Official

VEnsure every provisional 
voter has slip from EPB 
ǘƻ ǊŜŎƻǊŘ ǾƻǘŜǊΩǎ 
City/Ward/Precinct

VVerify voter properly fills 
out Provisional Envelope

VRetrieve correct precinct 
ballot from Ballot Official

Scanner Official

­ Position yourself approx. 
five (5) feet away from 
DS200 for voter privacy

­ Ask voters to remove Stub 
A and place in Stub A 
envelope

­ If a voter specifically 
requests help provide 
assistance
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JOBTITLES/DUTIES
Voter Greeter

V Primary job is to direct 
voters to Check-In station 
with shortest line ςά!ƴȅ 
[ƛƴŜΣ !ƴȅ ¢ƛƳŜέ

V Inform voters to have 
their proper form of ID 
ready

V Every voter, including a 
provisional voter, starts at 
a Check-In Table

Rover

­ Ensure Location Setup 
Diagram is followed

­ Monitor 100-Ŧƻƻǘ άbƻ 
Campaigning/Neutral 
½ƻƴŜέ

­ Deliver the Closing 
Reminder Checklist at 2 
p.m. on Election Day

Does NOTtroubleshoot 
equipment issues or 
manage Polling Location
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VIDEO: TOUROFA TYPICALPOLLINGLOCATION
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PRIMARYELECTION

Primary Election
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WHATΩSA PRIMARYELECTION?
The central purpose of a Primary Election is to allow 

voters to select (nominate) the candidates they 

would like to represent their political party in the 

General Election in November. 
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WHOCANVOTE?
VAny voter can vote in a Primary Election

V It does not matter what political party a voter was 
previously. Every voter has the right to choose to 
ǾƻǘŜ ŦƻǊ ŀƴȅ ǇŀǊǘƛŜǎΩ ŎŀƴŘƛŘŀǘŜǎ ŀǘ ŀ tǊƛƳŀǊȅ 
Election (or choose to be nonpartisan).
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POLITICALPARTIESIN THISELECTION
VDemocratic

VRepublican

VLibertarian

VNonpartisan

Democratic Republican
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VWhichever party a voter chooses at a Primary 
9ƭŜŎǘƛƻƴ ōŜŎƻƳŜǎ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅ ƻŦ ǊŜŎƻǊŘ ƛƴ ǘƘŜ 
.h9Ωǎ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳ ǳƴǘƛƭ ǘƘŜ ƴŜȄǘ tǊƛƳŀǊȅ 
Election, which is typically every two years. 

VFor example, if a voter chooses a Democratic ballot, 
ǘƘŀǘ ǾƻǘŜǊ ǿƛƭƭ ōŜ ŀ άǊŜƎƛǎǘŜǊŜŘέ 5ŜƳƻŎǊŀǘΣ ŀƴŘ ǿƛƭƭ 
remain so unless he/she chooses a different 
political party at a future Primary Election.

/ƻƴǘƛƴǳŜŘ Χ
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VAny voter can select a nonpartisan ballot, and this 

will make that voter unaffiliated with any party in 
ǘƘŜ .h9Ωǎ ǾƻǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳΦ 

VHowever, there are no nonpartisan candidates in a 
Primary Election, so if a voter chooses a 
nonpartisan ballot, they will only be able to vote on 
Questions and Issues.
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POLITICALPARTYISPUBLICRECORD
VPolitical party that a voter 

chooses in a Primary Election 
is public record. 

V If a candidate, campaign or 
any member of the public 
wants to view a list of voters 
who selected a particular 
party in a Primary Election, 
that information is available to 
them.

/ƻƴǘƛƴǳŜŘ Χ
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POLITICALPARTYISPUBLICRECORD
VSome voters are sensitive about their political party 

being announced publically at the polling location. 

VSince voter selects their political party on the EPB, 
and the slip that is generated has the political party 
he/she selected printed on it, there should be very 
few instances where a poll worker needs to either 
ask or state out loud the political party a voter has 
selected.
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MYTHBUSTERS
VA voter DOES NOThave to vote in the Primary 

Election in order to vote in the General Election.

VA voter CANvote for any candidate in the General 
Election regardless of their political party.



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 20

17-YEAR-OLDVOTERS
17-Year olds can vote in a Primary Election under the 
following conditions:

1. The voter will be 18 years old on or before the next 
General Election

2. A 17-year old CAN ONLY VOTE ON CANDIDATES, which 
means they must select a political party (a nonpartisan 
ballot only has Questions & Issues). 

3. EXCEPTIONS ON CANDIDATES:  17-years olds are NOT 
permitted to vote on any of the following:

× State Party Central Committee; 

× County Party Central Committee
Flip Chart Page 30
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CHALLENGINGVOTERSONPARTYSELECTION
VDO NOT challenge the party selection/affiliation of 

any voter

VA Primary Election allows a voter to choose their 
political party regardless of their previous party

V In the RARE instance that you believe a voter is 
choosing a political party in a disingenuous
manner, call the BOE for further instructions
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QUESTIONS?
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MONDAYNIGHT



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 24

MONDAYNIGHTBASICS
VRequired attendance; arrive by 6 p.m.

VVerify all supplies are present and set up 
equipment

VVLM (along with VLD) delegates tasks, typically in 
teams of two (2)
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WHATAREELECTRONICPOLLBOOKS(EPBS)?
How They Work
­ Contain record of every registered voter in county

­ Produce various slips that inform Election Officials on how to 
process the voter

­ Direct voters to correct polling location as necessary

­ Transmit important data securely back to the BOE

Benefits of EPBs
­ Reduce check-in and wait times

­ ά!ƴȅ [ƛƴŜΣ !ƴȅ ¢ƛƳŜέ

­ Scanning ballot stub barcode ensures voters get right ballot

­ Reduce the number of provisional voters
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VIDEO: EPB MONDAYNIGHTSETUP

Flip Chart Page 12
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UNPACKYOUREPBTRANSPORTCASE

Work with your partner. Ask the Trainer 

or the Training Assistant for assistance if 

you have questions.
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EPB MANDATORYPOWERSEQUENCE

STEP1:   POWERONTHEMIFI HOTSPOT

STEP2:   PLUGIN THEMIFI HOTSPOT

Flip Chart Page 12

This MiFi Hotspot must be placed in the exactspot indicated by the             icon on 

the Location Setup Diagram!
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EPB MANDATORYPOWERSEQUENCE
STEP3:   PLUGIN THEPRINTERS STEP4:   POWERONTHEPRINTERS

STEP5:   OPENTHEEPB METALSTAND STEP6:   PLUGIN THEEPB

STEP7:   POWERONTHEEPBS STEP8:   VERIFYMIFI CENTRALCONNECTIONSTATUS

Repeat the steps 3-7 on all EPBs and Printers before verifying connection status. 
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OPENINGTHEEPB APP

CONFIRMTHEICONSIN THEBOTTOMSTATUSBARAREALLGREEN.

UNLOCKTHEDEVICEAND

LAUNCHTHEEPB PROGRAM

VERIFYTHEELECTIONDATE
ANDPOLLINGLOCATIONNAME

DO NOT press the GREENSTART button or log 
into the EPBs using passwords on Monday 
Night.

Flip Chart Page 13
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VIDEO: ABSENTEESUPPLEMENTALFILE

DOWNLOAD(DELTAFILE)
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Å Sent electronically and securely through the MiFi device to all EPBs

Å ESSENTIALthat ALLEPBs are connected to the MiFi on Monday Night

Å Sheet with Absentee File # will be inside your EPB Transport Cases. Should 
match what your EPBs show when the device is turned on for the first time.

Å Number will increment approximately five (5) to ten (10) files once the 
device has an active central connection (green fan).  This could take up to 5 
minutes.

Å The final number on all EPBs will be the same.

ABSENTEESUPPLEMENTALLIST
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CLOSINGANDSTORINGTHEEPBS

STEP5: ENTERSLEEPMODE
STEP6: STOREEPBSUNTILELECTION

MORNING

DO NOT TURN THE MiFi HOTSPOT OR 
THE PRINTERS OFF!
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SUPPLYTEAM

Flip Chart Page 4

­ Arrange Polling Location

­ Inventory BlueLocation 

Supply Bag w/checklist found 

inside

­ Hang Maps, Sample Ballots & 

Issue Signs

­ Distribute Loose Items
QRG is inside the 
BlueSupply Bag
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TUESDAYMORNING
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TUESDAYMORNINGREMINDERS
× Attendance:

ÅWorkers need to report by 5:30 a.m. VLM will take 
attendance at this time.

ÅAny workers that are late may be sent home by the 
BOE without pay.

× Name Badges / Hablo Español Badges:

ÅAll officials MUST wear a name badge

ÅCan be found in the Brown Expandable Folder
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EPB TUESDAYMORNINGSETUP

STEP1: ELECTIONMORNINGSETUP STEP2: WAKETHEEPBS

Flip Chart Page 17

STEP3: UNLOCKDEVICE& LAUNCHEPB STEP4: VERIFYCONNECTION

Verizon AT&T
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EPB TUESDAYMORNINGSETUP
STEP5: VERIFYINFORMATIONONINITIALSCREEN STEP6: VERIFYABSENTEEFILESTRANSMISSION

STEP7: PRESSSTARTTOLOGINTOTHEEPB STEP8: LOGINTOTHEEPB

STEP9: ENTERPASSWORDS STEP10: PRINTZEROREPORTS

Central Connection

Sideways   
Communication

Charging

Printer
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EPB HOMESCREEN

EPB Application Settings Menu

Tools Menu

Asset/Device ID

Central Connection /Network 
Name

Sideways Communication

Charging/Battery Status

Voting Location

Printer Status

Delta Files (Absentee Files)

Check-In Totals
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EPB HOME

SCREEN

TOOLSMENU

­Soil/Void Ballot:Soil and re-ƛǎǎǳŜ ŀ ǾƻǘŜǊΩǎ 
ballot

­ 11AM/4PM Check-In Report:Print the 11 
and 4 reports

­Update Absentee:Scan Absentee 
Supplemental barcodes to update the 
latest absentee requests

­Update Provisional:Scan Provisional 
barcodes to apply last minute voter record 
updates

­ Important Phone Numbers: List of 
important Election Day phone numbers

­Help Guides:View procedural documents

­ Logout: Logout of the EPB session or Close 
Election
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VOTERGREETER

VALL VOTERS MUST go 
to the Check-In table

Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜέ

VAsk voter to have valid 
ID out and ready



MARCH17, 2020 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 42

LOCATIONREADYFORVOTING
By 6:15 a.m. all Check-In and Ballot Table(s) and at least 
one (1) DS200 in the location must be ready for voting, 
which means:

× EPBs & Ballots are in the proper locations and ready for 
use

× At least one (1) DS200 is sealed and ready for use

× The VLM makes Mandatory Call to the BOE to report 
location is Open and Ready by 6:30 a.m.

× !ǘ сΥол ŀΦƳΦ ǘƘŜ ±[a ŘŜŎƭŀǊŜǎ ά¢ƘŜ tƻƭƭǎ ŀǊŜ ƻǇŜƴ ŦƻǊ 
votingΗέ

Flip Chart Page 19
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ELECTIONDAY
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VIDEO: ACCEPTABLEFORMSOFID
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ACCEPTABLEFORMSOFID (FLIPCHARTPAGE20)

VPhoto ID is NOT REQUIRED in the state of Ohio

VConceal Carry/Hunting License ARE acceptable forms of ID

VElectronic versions of Proper ID are permissible
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POINTSOFEMPHASIS/LESSONLEARNED
VAsk each voter to state their current address and name

×Done in every circumstance, without exception

×Required by Ohio law

×Do not issue a ballot based on address from driver 
license/State ID, but what the voter verbally states

VDriver license/state ID needs to be valid/unexpired

× The EPB DOES NOT have the ability to recognize if a driver 
license/state ID is expired or not

VUnsure if a form of ID is acceptable, call the BOE

/ƻƴǘƛƴǳŜŘ Χ
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POINTSOFEMPHASIS/LESSONLEARNED
VWhat if a voter is reluctant to state their current name 

and address?

× The name and address of every registered voter is public 
information (including on the BOE website)

× If voter is still uncomfortable verbally stating their 
ƴŀƳŜκŀŘŘǊŜǎǎΣ ǘŀƪŜ ǾƻǘŜǊΩǎ L5 ŀƴŘ ŀǎƪ ǘƘŜƳ ǘƻ ŎƻƴŦƛǊƳ ƛŦ ǘƘŜ 
name and address printed is current
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17-YEAR-OLDVOTERS
VWill be marked as 17-Year-Old voter in EPB

V Ballots will be placed into 17-Year-Old Envelope

V To ensure 17-Year-Old voters do NOT vote on issue 
contests and do NOT scan their ballots, be sure to:

× Use 17-Year-Old stamp to mark top left corner of all ballot 
sheets

× Provide voter ballot, copy of 17-Year-Old instructions and 17-
Year-Old Envelope

× Review instructions with voter

× Sign 17-Year-Old Envelope and place in Gray ballot box

Flip Chart Page 30
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VOTERSWITHDISABILITIES
VTreat with respect

VDo not challenge voters who are receiving 
assistance or have other ADA needs such as a 
service animal

VVoters with disabilities can receive assistance 
from:

× Family member or friend (never an
employer or union representative)

× Two (2) PEOs of opposite political parties

×Use AutoMARK

×Use Curbside voting (Flip Chart Page 30)
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QUESTIONS?
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ELECTRONIC

POLLBOOK

HANDS-ON

TRAINING


